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1. IMosicHUTEIBLHASA 3ANIMCKA

Onucanue oucyuniunwvl/mooy/is

Hacrosimass pabouast ydeOHast mporpamMma COCTaBjIeHa Ha OCHOBe THIOBOW y4ueOHOI
MpOrpaMMbl,  pa3pabOTaHHOM B COOTBETCTBHUM C NpuKazaMu MuHHCTpa 00pa3oBaHUSI M HAyKU
Pecnyonmuku Kaszaxcran ot 31 oktsa6ps 2018 roma Ne 604 «OO6 yTBEepKIECHHHM TOCYIapCTBEHHBIX
0011e00s13aTeIbHBIX CTaHIAPTOB O00pa30BaHUS BCEX YPOBHEHW 00Opa3oBaHUA», COTIACHO MPHUIIOKEHUS
213 k npuka3zy Munuctpa obpa3zoBanus u Hayku Pecny6onuku Kazaxcran ot 22 suBaps 2016 Ne 72 «O
BHECCHHHM W3MEHCHUW U JIONMOJHEHWA B TpuKa3 MuHHCTpa oOpa3oBaHUS W Hayku PecmyOmuku
Kazaxcran ot 15 utons 2015 roma Ne 384 "OO yTBepkIE€HUU THIOBBIX yYEOHBIX IUIAHOB U THIIOBBIX
00pa3oBaTeNbHBIX YUYEOHBIX MPOTpPaMM M0 CHEHHMATIBHOCTSM TEXHHUYECKOTO U MpOo(hecCHOHAIBHOTO
obOpazoBanus"

Henb: OBnaneHue OCHOBaMH NPAaBWIBHOTO OGOpPMIIEHUS JOKYMEHTOB M HaJyIexkallei
OopraHu3amnuel JOKyMEHTOOOOpoTa B yupexaceHuu corjacHo TpeboBanmsiMm ['OCTa paznudHbIMH
criocobamu

3agaun:

e [loka3zarp 3HaueHHE pabOTHI C JOKYMEHTAMH B KU3HU OOILECTBA
e Jlath obOmue cBeneHuss 00 MCTOPUM U OpPraHU3aLUU CIYKO TOKYMEHTAlUU, MEePCHEKTUBAX HUX
Pa3BUTHA U COBEPIICHCTBOBAHUS
e Ompenenuth poiib cinyx0 J{OY (mokyMeHTaIIMOHHOE O0ecTieueHNEe YIPaBIICHUsI) B OpraHu3alluu
paboThI ¢ JOKYMEHTHOW HH(pOpManueit
e Jlath HeOOXOAMMBIN O0BEM 3HAHUH JJI MOATOTOBKH U pa3pabOTKU Pa3IMUHBIX yIPaBICHUECKUX
JIOKYMEHTOB
e Jlate 00BbEM 3HAHUI B BOMPOCAX IKCIEPTU3BI LIEHHOCTH JOKYMEHTOB
e [IpuBuUTH HEOOXOAMMBIEC HABBIKH B paboTe C JeaMy, 3aKOHUYCHHBIMH JIETOIPOU3BOJICTBOM, B UX
o(opmIIeHNHN U TOPSAIKE CauM Ha apXUBHOE XpaHEHUE
e /3yunTh TEOpUH U MPAKTUKU JTOKYMEHTHPOBAHHS, IpaBHJa COCTaBIEHUS U OdopmiieHus
JOKYMEHTOB pa3IMYHBIMHU CIIOCOOAMHU
B nporecce o0yuenusi co0moaeTcsi €IMHCTBO TEPMUHOJIOTHH B COOTBETCTBUU C JIEHCTBYIOIIUMU
CTaHJapTaMHU U MEXJIyHApOJHOU cucteMoi enuaui nsMmepenus (CH), ocoboe BHUMaHMEe oOpaiaercs
Ha 3HAa4YeHHE CTaHAAPTU3AIUH, €€ YKOHOMUYECKYIO 3P PEKTUBHOCTbD.

JUnst 3aKperieHHs TEOPETUYECKUX 3HAaHUHM U MPUOOpEeTeHUs] HEOOXOIUMBIX MPAKTHYECKUX HAaBBIKOB U
YMEHH, MporpaMMoi peaMeTa npeaycMaTpUBaeTCs MPOBEICHNE MO OTACIbHBIM TEMaM MPAKTHUYECKUX
3aHATUH. JlydmeMy ycBOEHHIO Y4eOHOrO Marepuana CIOCOOCTBYET TakKe HIMPOKOe NPHUMEHEHHE
U(POBBIX CPEACTB OOYUCHUS, JEMOHCTPAIH 00pa3IOB TOKYMEHTOB
Dopmupyemvie KOMnemMmeHyuu.

YMEHHUE KPUTUUECKU MBICIIHUTB;
CIIOCOOHOCTH TBOPYECKH MPUMEHSTH 3HAHUS;
CITOCOOHOCTH PeIIaTh MPOOJIEMBI;
HAy4YHO-UCCIIeI0BATEeNIbCKIE HABBIKH;
KOMMYHHUKATHUBHbIE HABBIKHU (BKJIIOYAs SA3bIKOBBIC HABBIKH);
CIOCOOHOCTH PabOTaTh B TPYNIE U HHANBUIYATbHO;
e Hasblku B o0nactu UKT.
Ilpepexsuzumuol

Jis u3ydeHUs JAaHHON JMCHUIUIMHBI CTYJEHTaM HEOOXOAMM HAa0Op 3HAHWW W HABBIKOB TIO
HUCTOPHUH, Ka3aXCTaHCKOMY IPaBY.
Ilocmpekeuzumoi

[TomydyeHHBIE 3HAHUSA TMOCTY)KAaT OCHOBOM [IJIi TPUMEHEHHUS WX B MNPoPeCcCHOHATHHOU
NEeSITeIbHOCTH.
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2. Conep:xanue padoueii yaeGHOI nporpaMmbl

Ne Conep:xxanue nporpamMMbl Bcero B TOM 4YHCJIe
3aHd ( paszaeJbl, TeMbI) 4aACOB | 1eopern | naGopatopHo-
THA YECKHUC MMPAaKTUYCCKUC
1 2 4 5
Hcxoanbie MOHATHS A€JIONPOU3BOICTBA 4
1 | McToku nenonpousBoCTBA: HHPOpMAIHs, YIIPaBIeHHUE, 1 1
JIOKYMEHT.
2 | Knaccuduxamms 1em0Boi JOKyMEHTAINH ) 2
3 | CinoBapb-MUHMMYM TEPMUHOB U ONpEICICHUN 1 1
OO01mme HOpMBI ¥ IpaBHIA 0(POPMIIEHHS JOKYMEHTOB 10 8 2
4 | Cranpaptbl B 0pOpPMIICHHH JOKYMEHTOB 4 4
5 | Ob6mue TpeboBaHMS K TEKCTaM JOKYMEHTOB o) 2
6 | PekBU3UTHI ypaBiIeHUYECKUX JOKYMEHTOB 4 2 2
Buabi u opopmiieHre OpraHu3alMOHHO-PACIIOPAAUTEIbHOM 8 4 4
AOKYMEHTALMHU
7 OpraHu3alMOHHbIE TOKYMEHTBI o) 1 1
8 PacnopsiantenbHble JOKYMEHTBI 4 2 2
9 | [IpoToKoOBI 2 1 1
NudopManmoHHO-CTIPABOYHBbIE JTOKYMEHTbI 8 4 4
10 | JoxnagHbie 1 OOBSICHUTEIIBHBIC 3AITUCKU, CITPABKHU 4 2 2
11 | CnyxeOHOE TUCHEMO, aKT 4 2 2
JlokymMeHTauMsi 10 TPYAOBBIM OTHOLLIEHUSIM 8 6 2
12 | IIpuka3sbl 110 TMYHOMY COCTABY 2 2
13 | Odopmaenue pe3tome 1 3asBICHUN Ha paboTy 4 2 2
14 | TpynoBoii noroBop o) 2
15 |3auer 2 2
Bcero no aucuuniune 40 26 14
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3. Pe3yabTarhl 00y4eHHUsI H KPUTEPHH OLEHKH

Ne

Conep:xkanue
pasaeia

Pe3yabTar 00yyeHus

Kpurepum ouenku

Pasznen 1. UcxonHbie MOHATHS 1€JIONPOU3B

0JICTBA

1

CTaHOBHeHI/Ie I[GJIOHpOI/IBBOI[CTBa B
PK. Knaccudukammst nenoBoit

JOKYMEHTalul. YHUPHUKAIHUSA U
CTaHJAPTU3aLMsl  YIPaBICHYECKON
JOKYMEHTALUU. CrnoBapsb-
MUHUMYM TEPMUHOB u

OHpGI[eJIeHI/Iﬁ ACJIOMPOU3BOACTBA

3HaTh NPU3HAKU
KJaccu(uKanuu
JTOKYMEHTOB,
OIIpENIeNIATh 3HAUCHUE
yHU(DUKAITIN U
CTaHJapTH3ALNH
MIPOIIECCOB
JIeTIOTIPOU3BO/ICTBA,
OCHOBHBIC TEPMHUHBI
JIeTIOTIPON3BOICTBA

Paznmuuaer nOKyMEHTHI 11O
npU3HaKaM KiaccupUKauu

3HaeT OCHOBHBIE TEPMUHBI,
IpUMEHSEMbIC B
JeTI0NPOU3BOACTBE

ITonumaeT HEOOXOAUMOCTh
yHU(DUKAITAN 1
CTaHapPTHU3AIUH B MPOIIECcCax
JIEJIONPOU3BOICTBA

Paznen 2. O0uiue HOpMBbI M IpaBUiIa 0popm

JICHUHA TOKYMCHTOB

2

Pa3mepsr Oymaru, nmpuMeHsieMoil B
J€II0IIPOU3BOJICTBE. Pazmepel
noJiel  CIy’)KeOHBIX JIOKYMEHTOB.

Hymepauus crpanun.  CrocoOsl
HamucaHWs JaT B JOKyMEHTax.
CokpaieHus CJIOB u
CJIOBOCOYCTaHUH. Odopmnenue
HaNMCaHUs YUCIIOBOM
unpopmaruu.  OdopmneHue u
pacmoaoKeHue PEKBU3HUTOB

CIIy’>k€OHBIX JJOKYMEHTOB.

3HaTh OOIIHE HOPMBI U
npaBuiia opopMIICHHS
JIOKYMEHTOB, (hOpMaThI
Oymaru A3,4,5
Hudposoit u cmoBecHO-
nUQpoBOH criocod
odopmiteHus nat

3HaTh OOIICTIPUHATEHIC
COKpAILEHHUS TEKCTOBOM
HHpOpPMaLTUH

3HaTh MpaBHia
HamucaHus nudpoBoi
UHpOpPMaLTUH

3Ha4YeHUE PEKBU3UTOB B
0(OpMIICHUH TOKYMEHTOB

YMeeT ycTaHaBIUBaTh
COOTBETCTBYIOIINE pa3MepPbl
MoJied JOKYMEHTOB
[IpaBunbHO IpUMEHSET
CIoCcoObI HAIMCaHWs 1aT B
JTIOKYMEHTaX

[IpaBunsHO yroTpebser
OOIIETIPUHATHIE COKPAIIECHUS
[Ipumensier npaBuia

0 OpMIICHUS PEKBU3UTOB
JIOKYMEHTOB

Pa3nes 3. Buabl u opopmiieHre OPraHN3BIHOHHO-PACIOPAANTEIBLHOH JOKYMEHTAIIUH

3

OpraHu3allMOHHbIE  JIOKYMEHTBHI:
JOJKHOCTHAs UHCTPYKLUS,
IITaTHOE pPACHUCAaHUE, IpaBUIIa
BHYTPEHHETO paclopsIKa.

PacnopsiiutenpHble  TOKYMEHTHI:
IIpUKa3 o OCHOBHOM
NeSITeNbHOCTH, pacropsiKeHue,

ykaszanue. IIporoko:.
[TpakTrueckas padbota

3HaTh OCHOBHBIE
mpaBmiIa 0POPMIICHUS
OpTaHU3aIMOHHBIX U
pacopsSANTENbHBIX
JTOKYMEHTOB

YMmeer ohopMIIATh 3ajaHHBIC
BUbI OPraHU3allMOHHBIX U
pacropsIuTeIbHBIX
JAOKYMCHTOB C YUCTOM HX
00s13aTEIIbHBIX PEKBU3HUTOB

Pa3nes 4. UnpopManmoHHO-CIPABOYHbIE JOKYMEHTHI

4

JloxiagHast 1 0ObSICHUTEIIbHAS
3allMCKH, aKT, ero Bubl .CripaBka.

3HaTh OCHOBHBIE
npaBuiia opopMIICHUS

YMmeeT ohopMIISTh TOKIIAHBIE
1 OOBSICHUTENLHBIE 3aIIUCKH C

CnyxeOHOe TMCbMO: BHIBI U MH(POPMAIIMOHHO- y4€TOM HX 0053aTEIbHBIX
Ha3Ha4YeHUE, 0OCOOCHHOCTH CTIPaBOYHON PEKBHU3UTOB.
SI3BIKOBBIX KOHCTPYKITHIHA JOKYMEHTAIIH. YMeeT cocTaBIATh CITy>KEOHbIE
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[IpakTuueckas pabota

3HaATh OTIUYMS
KaXXJI0TO JJOKyMEHTa 10
MePEYHIO
00s13aTEIbHBIX
PEKBU3HTOB.

3HaTh NPUMEHSIEMbIE
SI3BIKOBBIE
KOHCTPYKIIUHU B
CITYyKEOHBIX TTUChMaX B
3aBUCHMOCTH OT UX
BHJA

IIMCbMa B 3aBUCUMOCTH OT
BH/JIa ITUCBMA C
UCIOJIb30BaHUEM OCOOEHHBIX
SI3BIKOBBIX KOHCTPYKLIMI

Pazgea S. /lokymeHTanus 0 TPYyAOBBIM OT

HOIICHUAM

5 OO6mue cBeACHUS O TOKYMEHTAIUH 3HaTh NpaBuiia YMeeT cocTaBiATh JOKYMEHTHI
10 TMYHOMY cocTaBy. [Ipuka3zbl no oopmienus u paboTsl | IO JIUYHOMY COCTaBY( pe3rome,
JUYHOMY COCTaBy. JIOKyMEHTHI, C IOKyMEHTaMH 10 Pa3IUYHOrO BUA 3asBICHMUS)
MPEABSIBISIEMBIC NIPU 3aKITIOYECHUU JUYHOMY COCTaBY. Paznuuaer npukasel no
TpyaoBoro gorosopa. Odpopmiienne | 3HaTh OTIAMYUS IPHUKA3a | paCHOPATUTEILHBIM
pe3toMe U pa3IuvHbIX 3asBICHUM. IO JIMTYHOMY COCTaBY OT | IEUCTBUSIM TPYIOBBIX
Odopmienue TpyaoBoOro 10ropopa. | MpHUKasa o OCHOBHOM oTHomIeHu( o mpuéme Ha

NEeSTETbHOCTH. paboTy, mpeoCcTaBIeHUN
3HaueHue Tpy10BOro OTITYCKa, YBOJIbHEHHH,
JIOTOBOPA ISt NepeBo/ie Ha APYTYIO paboTy U
oopMIIeHUS TPYIOBON | T1
NEeSATEIbHOCTH

3auer

4. IlepeyeHb JuTEPATyPHI U CPEACTB 00yUeHUSI
1. M.ActadneBa, .ActadreBa «OdopmiieHHE JOKYMEHTOBY ydeOHOe rmocooue, AcraHa:

domumanT 2010

2. AunpeeBaB.U. «JlenonpousBoactBo». 3AO»busnec-mkona «MaTen-Cunres»

3. M. bacakoB , O.3ambllikoBa «/lenonpon3BoacTBo» -»DEHUKC

4. A. Kaxksin «/lenonpouszBoactBo» .~-Actana; @oanaHt

OcHoBHAA:

KonTtakTHast nH(pOpMalus npenoaaBaTess

ten.: 8702 270 42 26

Knumenko Jlapuca BanoBHa

e-mail;
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